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1.1  eSign Users 

The eSign application has different types of users with access to the different modules 

of the application. These users include: 

1. Supervisor 

2. Manager 

 

 Supervisor 
A Supervisor can submit new eSign requests, but they can only view requests 

submitted by themselves. 

 

 Manager 
The Manager role can view all requests of the Division/Office/Group to which this user 

belongs. They can all submit new eSign requests. 

 

 

2 eSign Functionality  

The eSign application has four menu options, however the ability to access and edit 

these options is dependent on level access granted to the different types of users.  

The menu options are as follows: 

1. Dashboard 

2. Generate eSign Request 

3. Request 

4. Logout 
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2.1 Dashboard 

The dashboard provides a graphical display of the status of various form types. 

1. Select Form is a prepopulated drop-down field that lists document 

types available for users to view based on division and role. 

2. By default, “All” is displayed. 

3. The graph is updated when a new form is routed for eSignature or 

status of existing form is changed. 

 
 

 

 

2.2 Generate eSign Request 
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The Generate eSign Request screen is used to route a new document through the 

workflow. 

 Add Signers 
 

1. Select Document Type from prepopulated drop down. 

2. Check “Are you filing this request on the behalf of someone else?” if 

applicable.  If checked, the email address box will be enabled for you enter the 

other person email ID. Otherwise, this box is disabled.  

NOTE: If the person routing the document would like to receive an email after all 

parties complete signing, they must check the checkbox and enter their own 

email ID. 

3. Click Add Signers button. 

4. Enter Email Address of person to receive document for signature. 

5. Repeat steps 3 and 4 until all users have been added. 

6.  Select Update to add, Cancel to clear selection, or Delete to remove a signer. 

7. The signers name will be displayed in the singer grid. 

NOTE: Signers must be entered in the sequence you want the document signed. 
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 Add Files 

Additional documents can be attached to the document to be eSigned. 
1. Click Add Document. 

2. The Edit popup appears. 

3. Choose File from local or external drive. 

4. Enter Comments if necessary. 

5. Click Update to complete tasks or Cancel to abort changes. 

6. The document and details are now displayed in the document grid. 

If you would like to attach supporting documents to the routing document, follow 

steps 7 to 11.  

7. Repeat the above steps 1 to 3. 

8. Check Additional Doc checkbox. 

9. Enter Comments if necessary. 

10. Click Update to complete tasks or Cancel to abort changes. 

11. The document and details are now displayed in the document grid. 
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 Affirmation 
 

1. Click “Please confirm the signers email ID and routing sequence are as per the 

document flow.” 

2. The Send button will be activated. 

3. The document is routed. 

 

 Adding Fields to Form 
 

Add signature fields to form: 

1. Drag the Signature Fields type to the document. 
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2. Right click on Signature field to update field. 
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3. Click Edit. 

4. Select username from Assigned To drop down. 

5. Click OK. 
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6. Drag Date field to form from Signer Info Fields. 
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7. Click Edit. 

8. Select username from Assigned To drop down. 

9. Click Ok. 

 

 

10. Click Send to start the routing process. 

11. The message will appear confirming the email has been sent. 



e S i g n  U s e r  M a n u a l  -  V 1 . 0                     P a g e  14 | 23                                  

 

 

 

 Siging Process 
 

After the eSign document has been successfully sent, each user will receive an email in 

sequence.  The initial email will be sent to the name that appears first under Signers. 

Once the first signer has completed their signature portion, the document will be routed 

to the next signer. 

1. The designated signer(s) will receive an email. 

2. Click Review and Sign. 
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3. Sign designated fields. 

 

 
4. Click Sign. 

5. A message will appear indicating the document has been successfully signed. 

 

 

6. Once all signers sign the document, an email will be sent to all signers indicating 

all parties have signed. 
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 Alternate Signatures 
 

In the event a Signer is not available and alternative signer can be designated. 

1. Select Request from the menu option. 

2. Click the arrow next to the desired ID Access Request ID column. 

3. On the Signers tab, click the person icon under the Grant column. 

 

 

4. Enter the email address of the alternate signer. 

5. Click Ok. 

 


